Course:
01.051

Cooperative Agribusiness Sales and Marketing

Unit 1:

Introduction and Orientation to Co-op
Lesson 2:

Cooperative Agricultural Education Course Requirements

QCC:
65, 67, 70, 71
Objectives: 

1.
Demonstrate record keeping requirements for cooperative agricultural education.

2.
Assemble Co-op work center requirements.
Teaching Time:

1 Hour
Reference:

Cooperative Education: policies and procedures manual.
Supervised Agricultural Experience Program.
Record Book.
Materials and Equipment:

Sample record book - attached
Teaching Procedure

Introduction and Mental Set

The cooperative course must be a high quality educational experience for students.  The course must project a  positive image for the school and the agricultural education program.  Therefore, all students must understand and abide by the course requirements.  Records must be kept accurately and up to date.
Discussion

1. Explain the importance of record keeping in the Agriculture Business Cooperative Program.  

A.
Explain how records will be used in students= educational program.

B.
Records will show students= advancement in skill development in his/her work experience program.

2. Discuss the importance of keeping records daily and on file in the classroom?

A.
Student records are source for accountability on a day to day basis

B.
Record books along with visits and employer forms will be used to evaluated students' progress.
3. Explain how to utilize the record book to select.
Explain record book item by item utilizing examples.

4. Students should keep daily performance record and number of hours worked each day.

5. Discuss with students the importance of keeping time sheets and/or punching a clock to maintain records of the time worked each day.

A.
Students must work a minimum of ____hours each week to qualify for the co-op program

B.
Time records also assure that the student is not working excessive hours which could be detrimental.

6. The coordinator should relate the importance of coordinator visits to the students.

A.
The coordinator=s visits are necessary to relate work experience to the classroom work.

B.
During visits, the coordinator can determine the skills that need to be developed in the classroom
7. The coordinator will become familiar with employment conditions, student assignments, and responsibilities on the job.

8. Student evaluation is a necessity.  The evaluation should include the teacher and employer.

Summary

A record keeping sample is included.  The system may be modified or used as is.  Records are vital to a quality co-op education program.  Understanding course requirements and policies is also critical before students go to the work site.  Abiding by the requirements and policies is the responsibility of the student.

Evaluation
Continuing evaluation by checking record books and collecting information from the employer



RECORD BOOK


AGRICULTURAL EDUCATION


AGRIBUSINESS

STUDENT                                                                                           
TEACHER                                                                                           
CLASS PERIOD                                                                                  
FOR THE PERIOD BEGINNING SEPT.                TO SEPT.             

DAILY PLACEMENT ACTIVITY AND LABOR RECORD

    Place of Employment                                                                                                              
    Month                               19                                                                                                   
                                                                                         Employer=s Signature

    Date
            Summary of Activities Performed                                                                                       
Hours Worked       Per Day            





















































































 TOTAL


XXXXXXXXXXXXXX



EMPLOYER=S RATING OF STUDENT=S PROGRESS ON THE JOB

    Student=s Name                                                                                                                    
    Training Station                                                                                                                    
20%  ATTITUDE                                                      Shows interest in job;  enthusiastic;       loyal; cooperates well with co-               

             
workers; attitude toward criticism,          work, school, etc.; temperament

20%  INITIATIVE                                            

             Willingness to do; enterprising;              

             industriousness; mental alertness;         

             Resourcefulness; good common             

             sense

25%  QUALITY OF WORK                             

             Ability to follow instructions;                   

             job performance;  job confidence;           

             student shows improvement toward                        being efficient in his/her job                      

20%  APPEARANCE                                        

             Dresses appropriately;                            

             maintains good grooming                       
10%  ATTENDANCE                                          

             Gets to work on time; dependable;          

             notifies work station if delayed or 

             absent, etc.

*Highest grade to be issued:    95%

                                          Total Points              


     Grading Period

  ------------------------------------------
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    Supervisor=s Signature (1st Grading Period)                Date

    Supervisor=s Signature (2nd Grading Period)                Date

    Supervisor=s Signature (3rd Grading Period)                 Date

   Supervisor=s Signature (4th Grading Period)                 Date
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